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INSTRUCTIONS Sea Publidation No. 76-RM-1 for instructions on completing t h i s  form. Forward signed original to 
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334. 

1. Agency Addrew 
Department of Education 
Office of Vocational Education 

I. Daes of Series 
iarliest Latest 

1977 I T~ Date 

Division of Program Deve1opment.and pplication Numbw Support Service 

5. Records Series Title (followed by  title used in office; if different) 

Vocational Planning and Operations Statistical Publications Files 

I 1762-%dCbme~s East 
'. PIrrontoContrct Atlanta, Georgia 30334 Working Title 

FPR RECORDS MANAGEMENT UIE - 
Amlicbtmn Number 

& t - l \ l - R  
Date Received Date Completed 

'985 I gul- 0 9 1985 - 
Telephone Number 

1. Record Series Description This file contains the following documents (includr, form numben and titles, if any): 
Attach samples of the file. 

Documents relating to: Compiling enrollment, graduate follow-up, staff and other vocational 
statistical data fron MIS conputer system for summary publications. 

included are: Published statistical reports and computer a relating to job opportunity 
forecasts in various vocational fields, present and projected enrollments, 
follow-up data on job placement experiences of students completing 
vocational education programs, staffffaculty data, and other related topics. 

Chronologically by Fiscal Year in which report was published. File i s  arranged: 

r k o n t h l y  Reference Rate ' How often are records referred to wtich are: 1 -  
9ne to six months old a.; Seven to twelve months old ; Thirteen to twenty-four months old A; 
twenty-five months and older -2 7 

Letter-size drawers 118 ; Legal-size drawers . ;Shelves ; Other kwcify) -- 
- 
B. Annual Rate of Aaumulnion of Records 

I 

-- - 
R--50-71. Rev. 76 , (OW) 

, 



ded in a summarized report? 

11. Retention Requirements 

years. 
b. Statute of limitation years. e. Administrative need 5 years. 
c. Federal law 5 years. f. Federal retention instructions years. 

Attach copy or exaxt of laws or regulations. ExDlain administrative need. 

a. State Law years. d. Audit period ' I." 

12. Apwovad D i w t i t M n  Instructions This agency recommends that the file series be cut off a t  the end of each: 
RECORD COPY: 0 Calendar Year; a Fiscal Year; 0 Other then, 1 

Hold in the current files area monthb) year(s): then 
0 Transfer to local holding area; hold 
0 Transfer to State Records Center; hold 
0 Destroy. 
N Transfer to State Archives for permanent retention. 
W Other (Specify) 

yeark); then 
year(s1; then 

Hold computer tapes in data center for 5 years; then erase.EYld reuse, 

OFFICE REFERENCE COPIES: Hold in  current f i l e s  area 
until  no longer needed for reference; then destroy. 

These instructions apply to all prior and future accumulations of the series. 

Recommendations in para- 
graph 12 are approved. 
(If disapproved. artwh letter 



APPLICATION FOR RECORDS RETENTION SCHEDULE 

c. 0 Amend Application No. Check One: 0 Change; 0 Supercede; 0 Void 
I. Dates of Series I 5. Records Series Title (followed by title used in office; if different) 

OFFICE OF THE SECRETARY OF STATE 

RECORDS MANAGEMENT DIVISION 
AND HISTOR, 

Latest 

-LEhndq.and Operations S t a P l l h l i r n t i o n s  R i l e s  
What i s  the function of the Division and the Office in which this record series i s  created, 

d iarliest 

1 9 7 1  - 
i. Division and Office Function 

The Vocational S t a t i s t i c a l  Research and Reports Unit is  responsible fo r  compiling 
s t a t i s t i c s  and providing data on vocational student enrollment i n  secondary and 
postsecondary schools; s t a f f  development needs; manpower needs of business and 
industry and employment opprotunities generated by them; spec i f i c  vocational education 
prograns  required to  meet ident i f ied  needs; and other information for  long and 
short-range planning fo r  vocational education programs. The un i t  disseminates infor  t i on  
t o  school systems,  the  public, and other Divisions within the Department and O f f i c e  
of Vocational Education, and a s s i s t s  with other  Division a c t i v i t i e s  as required. 

FOR AGENCY USE 

,pplication Date 

,pplication Number 

- ~ ~~ -~ 

____I __ ._ 

'. Record Series Description This file contains the following documents (include form numbersand titles, if any): 
Attach samples of the file. 

Documents relating to: Compiling enrol lmentl, graduate follow-up , s t a f f  and other vocational 
s t a t i s t i c a l  data from MIS computer system for  summary publications.  

included are: Published s t a t i s t i c a l  reports  re la t ing  t o  job opportunity forecasts  i n  
various vocational f i e l d s ,  present and projected enrollments, follow-up 
da ta  on job placement experiences of students completing vocational education 
programs, s t a f f / f a c u l t y  data ,  and other  re la ted topics .  

1. Agency Address FOR RECORDS MANAGEMENT USE 

Department of Education Application Number 

Division of Vocational S t a t e  Planning ~ a f ~  Received Date Completed 
E5\-l\\ _ _  

Office of Vocational Education 
~ ~~ . ___. 

and Operations-Statist ical  Research F E ~  198, , ~e , 8 ,9m 
-. ~~~~~~ -~ ~. ?-=state Qffire BKW!Iy--- . - ~ ~ ~ ~~~~ 

Chronologically by  Fiscal Year' i n  which report  was published. \ 
File i s  arranged: 

-~ -- ~~~ ~ ~~ ~ . ~ __  
3. Monthly Reference Rate How often are records referred to which are: ~- 

;.Seven to twelve months old.-- .-; Thirteen to twenty-four months old -; . One tosix months od ~~ 

*ty-five months and older ----I 
3. Annual Rate of Accumulation of Records 

Letter-size drawers A*--; Legal-size drawers A.; Shelves ; Other (specifyJ 

- 

R-50-71; Rev. 7 6  (Over) 



- ~~. 'ES NO 10. Questionnaire (Place an "X" in the proper column) 

X 
a. I s  this the official copy of the series? , 

b. Does the series contain confidential information requiring security handling? If yes, cite law or regulation. 

c. I s  this avital recprd? ~~ 

d. DO>s this series have historical or long term research value? Record Copy has permanent value. 
e. When one or two documents in the file make it necessary to.keep the entire f i le for a long period, could these 

These are  published reports .  f. Isfhe.information cantained in this serier ever Dublished? If ves. attach CODY. 

If not. where~isit? ~ 

.. - ..-. ~ 
- X 

x . . 
X . 

NIE. -. --- dpcuments beccheduled separately? ~. 

.- . , .  . .  , 
X 

g. I s  fhe'intormition contained in this series ever analyzed andlor recorded in a summarized report? 
If yes,&tachmpy. ~ These a r e  P u b L i s h e d X o r t s .  

h. Is  there a duplication of this Series in your office, or in another office or agency? 
If Yes. where? - .~ - .~~~ 

Does the record series result in a computer 

. ~~ . 
-Itthis reries lor a majomw&nnfit) rewlarlv miaofilmed?~ 

- Publications contain da ta  abstracted from 
mpueef prinToiiTs;- -- The following requires the series to be kept: co 

f&; 
- 
11. Retention Requirements 

a. State Law - ____years. d. Audit period years. 
b. Statute of limitation years. e. Administrative need - - Q--~. years. 
c. Federal law - . ~.~.--years. f. Federal retention instructions ~- --years. 

Attach copy or excert of laws or regulations. Explain administrative need. 

Reczrd copy not needed f o r  reference since reference copies a re  avai lable .  

, -~ .~ .- 
2. Approved Disposition Instructions This agency recommends that the file series be cut off a t  the end of each: 

R € C O R D  COPY: 0 Calendar Year; Fiscal Year; Other ~ ~ _ _  
- ,  I ,  

Hold in the current files area -. -month(s) _I_ year(s); then 
0 Transfer to local holding area; hold : year(s1; then 
0 Transferto'State Records Center; hold 
0 Destroy. 
G3 Transfer to State Archives for permanent retention. 
0 Other (Specify) 

--- .yearis); then 

~. , , .  .. . .  . ' O F F ~ C ~  RBFSRGNCE C O P I ~ ? ~  : tlold., j i  cur ren t  'files a m 4  
no longer needed for  referencei %hen destroy. 

i + >  . .  . - .  . . ,  , , . . ,  i , . . ' *  

, I  

r i  

These instructions apply to al l  prior and future accumulations of the series. 

lecommendations in para- 
raph 12 are approved. 
If disapproved, attach letter 
sf explanation.) 


